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Volunteer Policy

	1.
	PURPOSE

	
	

	1.1
	This policy provides a framework for the recruitment and orientation of volunteers into the Charity and to help define the role of volunteering within the business. 

	
	

	2.
	SCOPE

	
	

	2.1
	This policy is used to ensure the Charity meets its obligations regarding volunteering arrangements and to reduce the risks to the Charity and its clients associated with service delivery through volunteers.

	
	

	3.
	POLICY STATEMENT

	
	

	3.1
	The Charity encourages and supports the involvement of volunteers in all its programmes.  Volunteers play an essential role within the Charity and value and importance is placed on ensuring that any proposed voluntary work meets both the needs of the Charity and the individual volunteers.

	
	

	3.2
	This policy is not intended to create a legally binding contract or employment relationship.

	
	

	4.
	RECRUITMENT OF VOLUNTEERS

	
	

	4.1
	All prospective volunteers are to be interviewed to determine their suitability, as well as what they would like to get from the volunteering arrangement.  Clarification will be given to volunteers at the recruitment stage regarding expectations of the Charity and the responsibilities of a volunteer.

	
	

	4.2
	Individuals will be asked to provide details of 2 referees and a DBS check will be undertaken as appropriate, depending on the role of the volunteer.   

	
	

	4.3
	Volunteers will not generally be eligible to undertake duties with the Charity until a satisfactory DBS check has been received.  The existence of a criminal record will not necessarily exclude someone from volunteering and this will be decided on an individual basis at the discretion of the Manager or Board of Trustees, depending on the nature of the role.

	
	

	5.
	INDUCTION AND TRAINING

	
	

	5.1
	New volunteers will undergo a one-month trial period to ensure that the needs of both the Charity and the volunteer are met.

	
	

	5.2
	All volunteers will receive an induction to the Charity and their relevant area of business, along with a copy of all relevant policies.  All volunteers will be given the opportunity to shadow current staff or volunteers to reach a better understanding of their role.

	
	

	5.3
	The Charity will provide any relevant training to the volunteer so that they are confident in the role they will be undertaking on behalf of the Charity.

	
	

	5.4
	As part of the induction, the Charity will keep an up-to-date contact list of all volunteers with personal and next-of-kin details to be stored securely.  Volunteers are asked to inform the Charity if any of their details change.

	
	

	6.
	RESPONSIBILITIES OF THE CHARITY

	
	

	6.1
	The Charity has the following responsibilities towards the volunteer.  It will:

· Provide a rewarding (non-financial) volunteering opportunity for all volunteers
· Value and show appreciation to all volunteers
· Provide the volunteer with a role description, where appropriate
· Communicate all necessary information to volunteers
· Be available to volunteers and provide support
· Cover out-of-pocket expenses
· Provide a safe and pleasant working environment
· Provide appropriate insurance
· Provide induction, training and opportunities for personal development.

	
	

	7.
	RESPONSIBILITIES OF THE VOLUNTEER

	
	

	7.1
	The Charity expects every volunteer to accept the following responsibilities:

· To do the tasks required, reliably and with commitment
· To complete tasks to the standard specified by the Charity and in a way that corresponds to the aims and values of the Charity
· To inform the Charity if they are unable to attend when expected
· To be honest if there are problems
· To attend training and support sessions if these are part of the tasks undertaken
· To respect confidentiality.

	
	

	8.
	VOLUNTEER SUPPORT

	
	

	8.1
	A designated staff member will support volunteers during their volunteering, including support at team meetings and general support with their volunteering.   

	
	

	8.2
	Volunteers are invited to attend staff meetings and any Charity training and events, but are not obliged to do so.

	
	

	9.
	ATTENDANCE

	
	

	9.1
	Volunteers are asked to inform their supervisor if they will not be available due to illness, holidays or for any other reason.  It is helpful if volunteers can give the Charity as much notice as possible so that cover can be arranged.  

	
	

	9.2
	There may be occasions when volunteers might want to take a break for a period of time, or have other priorities, and the Charity respects this.

	
	

	10.
	CONFIDENTIALITY

	
	

	10.1
	All volunteers are subject to a ‘Common Law of Confidentiality’ and must adhere to this.  Volunteers should refer to the Charity’s Data Protection policy for more information.

	
	

	10.2
	Volunteers may be asked to sign a confidentiality declaration as a result of any sensitive and private details they may come across whilst volunteering with the Charity.  

	
	

	11.
	REIMBURSEMENT OF EXPENSES

	
	

	11.1
	Volunteers will be reimbursed for out-of-pocket expenses against receipts only and on a monthly basis.  Where a private vehicle is used for business purposes, the appropriate car mileage will be paid.  Payment for telephone calls or postage will be made on production of evidence.  

	
	

	12.
	INSURANCE

	
	

	12.1
	The Charity currently has both Public Liability and Professional Indemnity Insurance in place in the event that someone brings a claim of negligence against the Charity. Individuals are not ‘covered’ as such, it is the Charity that is covered. It is important to keep in mind that everyday accidents can and do happen; they’re nobody’s ‘fault’. If a volunteer relies on a wage outside of their volunteering, they may want to consider exploring options in terms of Loss of Earnings cover in order to safeguard themselves against this.

	
	

	13.
	HEALTH AND SAFETY

	
	

	13.1
	The Charity has a statutory responsibility under the Health & Safety at Work Act 1974, not to harm or damage the health of volunteers through their involvement in its activities.

	
	

	13.2
	All volunteers are expected to conduct themselves in a safe manner and not to act in a way that may cause injury to others.  Volunteers should refer to the Charity’s Health and Safety policy for more information. 

	
	

	13.3
	In the event of an accident or incident taking place which involves a volunteer, it must be immediately reported to the Charity. It must also be reported to the Chair of the Board of Trustees who will investigate and decide on the most appropriate action to take, if any.  An incident form must be completed by the volunteer and countersigned by the Manager and processed in the normal way.

	
	

	13.4
	The Charity accepts no liability for personal property.  Volunteers may take out their own insurance if they wish.

	
	

	14.
	POLICIES AND PROCEDURES

	
	

	14.1
	Volunteers are asked to make themselves familiar with all relevant policies as soon as possible after the start of their volunteering.  For further information on which policies apply, volunteers should speak to their supervisor or the Manager.


	 










Date policy reviewed:	September 2023
Date of next review:	September 2026, or sooner if legislation changes
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